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Fairfax County Circuit Court

|ndex Standards

Approved Abbreviations
And &
Association ASSN
Associates ASSOC
Company/Companies CO
Corporation CORP
Home Owners Assn HOA
Incorporated INC
Limited Liability Corp LLC
Limited Partnership LP
National Association NA
Trustee TR
Unit Owners Assn UOA

NOTE: Never abbreviatethe first word to
be indexed:

Association of American States remains
Association of American States
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Index Standards
Approved Abbreviations Con't

When indexing from the brief legal follow the
sequential order below:

Subdivision NAME
Parcel PAR

Block BL
Section/Phase SEC/PH

L ot/Unit LOT or Unit
Outlot OUTLOT

Orange Hunt EstatesPar 4 BL 7 Sec 4 Lot
434 Outlot A
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Index Standards
Approved Abbreviations Con't

When a name beginswith “&t”, “Mt”, or “Ft”
always spell out:

St. Clair, Mary A becomes Saint Clair, Mary A
Mt Vernon Realty becomes Mount Vernon
Realty

Fairfax County Agencies are indexed FX CO
except Fairfax County Board of Supervisors
which becomes Board of Supervisors.

Variations for the Commonwealth of
Virginia Department of Transportation are
aways indexed Commonwealth of Virginia.
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Index Standards
Approved Abbreviations Con't

Federal agencies are indexed under the agency’s
name, not the individual secretary’s name:
Secretary of Housing & Urban Development or
Secretary of Veterans Affairs.

All “grantees’ on trusts and “grantors’ on
certificates of satisfaction are trustees and

must be followed by “tr”.

Hanson,John L Tr or Stewart Titlelnc Tr
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|ndex Standards
Individual Names

L ast name, first name middle initial:
Smith, John B
Smith, John H J
Smith, J Bradford

NoO punctuation used with the exception of a
comma following the last name:
O’ Brien, Steven R becomes Obrien, Steven R

Names with suffixes:
Veith, Joseph C 111
White, Samuedl | PC
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|ndex Standards
Individual Names Con't

No space between |ast name and prefix:

V an Buren, John F becomes:
Vanburen, John F

Compound names with punctuation:

Jenkins-Hopkins, Lisa becomes:
Jenkins Hopkins, Lisa

Garnier, Jean-Pierre becomes:
Garnier, Jean Pierre
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|ndex Standards
Firm Names

Compound names use no punctuation - leave a
space instead:

Smith-Jones Inc becomes; Smith JonesInc
Zimple/Silverstein Inc becomes:
Zimple Silverstein Inc

When company’ s name uses initials with
punctuation, drop the punctuation and close space:

M-P of Maryland becomes. MP of Maryland
C/I Mitchell & Best Co becomes:
Cl Mitchell & Best Co

No space around initials or ampersand in a
company’ s name:
A& B Construction Co
ABC Financial Servicesof America
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|ndex Standards
Firm Names Con't

When using alocale as the title:

City of Fairfax becomes Fairfax City
Town of Vienna becomes Vienna Town

No apostrophe in a name:

Northern Virginia s First becomes:
Northern Virginias First

Ordinal numbers spelled out:

1st Virginia Bank becomes:
First Virginia Bank
12th Street General Partnership becomes:
Twelfth Street GP
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|ndex Standards
Firm Names Con't

Numbers preceding |etters.

3M remains 3M
8130 Leesburg Pike LP remains:;
8130 Leesburg Pike LP

Always use the ampersand in place of “and”:

Harrison and Anderson Inc becomes:
Harrison & Anderson Inc

Drop “THE” when it isused asthefirst word in a
company’ s name:

The Business Bank becomes Business Bank
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|ndex Standards
Additional Guidelines

The word “condominium”, “condo”, or any
variation is not indexed.

Additional grantor names in deeds may be
located in the “And Being” clause.

For deeds, index the most current book/page
numbers found in the “And Being” clause.

All releases must contain the book/page
reference numbers of the document which is
being released.
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Fairfax County Map Reference Number

The Map Reference Number is the geographic location of a
property. Thisisavery important number because it identifies
the characteristics of a property. With this number you can locate
a property on amap.

FORMAT
Hit - # - # | | #1 [ #HH# ] AA
POSITIONS

123-4-5/67/89/0123 - 45
Thefirst 3POSITIONS represent the map page number.

The 4th POSITION represents the map grid number. Each
map is divided into fourths. Each fourth is called agrid.

The 5th POSITION is not currently used.

The 6th and 7th POSI TIONS represent the subdivision
number. On the map it is shown as adouble circle.

The 8th and 9th POSI TIONS represent block or section
number. On the map it is shown as asingle circle.

The 10th, 11th, 12th, and 13th POSI TIONS represent the |ot
or parcel number.

The 14th and 15th POSITIONS represent the parcel suffix
number.
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Fairfax County Map Reference Number

EXAMPLES

088-4- /07/ /0107
097-4- /14/12/0011

087-2- /17/14/0025/A

All County tax map numbers will contain three
numbers in the first three positions. This may
require a zero fill in the left most positions.

If you have questions about the County tax map
number, please call (703) 222-8234, extension 6.
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Fairfax City Map Reference Number

The Map Reference Number is the geographic location of a
property. Thisisavery important number because it identifies
the characteristics of a property. With this number you can locate
a property on amap.

FORMAT
HH - # - ## - 99 - HHAA
POSITIONS
12 - 3-45- 67 - 89012
Thefirst 2 POSITIONS represent the map page number.

The 3rd POSITION represents the map grid number. Each
map is divided into fourths. Each fourth is called agrid.

The 4th and 5th POSITIONS represent the subdivision
number. On the map it is shown as adouble circle. Always
two numbers.

The 6th and 7th POSI TIONS represent block or section
number. On the map it is shown as asingle circle.

The 8th, 9th, 10th POSITIONS represent the ot or parcel
number.

The 11th and 12th POSITIONS represent the parcel suffix
number. They can be blank or letters only.



Fairfax County Circuit Court

Fairfax City Map Reference Number

EXAMPLES

47-4-07- Q-020
57-3-06- -035B

58-3-05-01-005

Note: All Fairfax City tax map page numbers
will begin with 47, 48, 56, 57, or 58 in the first
two positions.

If you have questions about the City tax map
number, please call (703) 385-7840.
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Recording Procedures

Administrative Guidelines

» Each document must contain a cover sheet.

 Cover sheet generated on a dot matrix printer
will not be accepted.

» There will be no extra page charge for
processing the cover sheet.

e Documents will be presented without staples.

 Each page of the document must be numbered
excluding the cover sheet.

« Each document must have a tax map number.

» Documents which do not comply with above
guidelines will be rejected.



Fairfax County Circuit Court

Recording Procedures

New Recording Process

« Document scanned by cashier
e Cashiered immediately
o Label affixed to original document

» System annotates the book/page, instrument
number and clerk’s seal on the imaged documents

 Receipt contains:
book/page number
Instrument number
document type
1st grantor/grantee name
feeltax distribution

e Eventual immediate return of document at
counter
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Recording Procedures

Recording Information

All documents presented by the customer will
be assigned the same base instrument number.

Book/Page numbers will be assigned by the
system and may not be in instrument number
sequence.

A “bullpen” areawill be availlablein Land
Records to assist in document preparation.

The cover sheet application will be available on
three PCs located in Land Records.
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Software | nstallation

Software i1s avallable from:
co.fairfax.va.us/courts/cir cuit or the
Court House PCs, or Standalone CD

Three Part Installation (see Handout)
Internet Explorer 5.5, SP1
Adobe Acrobat
Barcode Application

Assistance

coversheet@co.farfax.va.us



Fairfax County, Virginia Land Records Cover Sheet

I nstallation Procedures:

. & E:n ==K
1. Insert CD in T
drive. Click on ] File Edit Mew Go Favontes  Help
My computer and i = = Yoo %{;
the CD drive. The Back EriaaEnd p Map Dive Disconnect Cut
window below | Address |@ - =
should open. =

|1 ohject(z] zelected H.El ty CompLiter
® E:\Standalone Workstation EI= E

2. Double Click the Standalone
Workstation icon to open the
following:

| Fle Edt Mew Go Favoites Help | & |

‘ Lt = ¥ 7

Banle e Up Map Drive Dizconnect
| Address | E:\Standalone Workstation N
:-"'"\... = 1 ./'"\\_
ERE
adobe iehzetup i'HE'tEI'I

|3 object(z) |E| iy Computer -




IMPORTANT!!

If Internet Explorer 5.5 and Adobe Acrobat are not installed on you PC, please do so

beforeinstalling the Cover Sheet Application.

Internet Explorer:

To check the current
version of Internet
Explorer, open that program
on your computer, click the
help tab, and select .About
Internet Explorer. The
version you have installed
on your PC is shown on the
first line. If it does not say
Version 5.50 you must
install this update.

If you are using a different
internet browser, you still
must install Internet
Explorer 5.5. During the
installation process, you
will be given the

opportunity to make Internet Explorer your default browser. To retain your current browser as

your default, select no.

Toingtal 1E5.5, Double click on ie5setup icon and double click on iesetup.exe to install Internet
Explorer 5.5. Following installation, you will need to restart your computer. Y ou may continue

3 About Internet Explorer

A

-

Migrosgft* E I
Wersion: 5.50.4134,0800
ipher Strength: 125-bit (Update Information )

Produck ID:52974-466-1400574-04322
Update: Yersions:; g2&9363;

Based on MCSA Mosaic, MCSA Mosaic(TM); was
developed at the Mational Center For Supercornputing
Applications at the University of Ilinois at Urbana-
Champaign.

Copyright £11 995-2000 Microsoft Corp,
Ackrowlzdaements

the Coversheet installation at the next step, shown below.




AdobeAcraobat:

Check to seeif this program isinstalled on your PC by pressing the Start button, navigate to the
Eindlineand select Eilesor Folders. Inthe Named: areatype acrobat.exe and click on Find

Now. The computer will search for the reader. If Acrobat isinstalled you see the name listed as
shown in our example and may skip this installation.

If no results were displayed, you must install Acrobat.

Installing Acrobat is done by double clicking on adobe, ‘
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double clicking on acroread, finally
doubleclicking on AR32e301.exe

After Acrobat installation, continue with
the Cover Sheet installation with Step 3

below.
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3. Double Click the Install icon to
open the following:

4. Double click on Readme.txt. The
filewill open and provide information
about:

a. System requirements
b. Genera instruction
c. Installation notes

d. Re-instalation

It is recommended that you print this
file for future reference. Once printed,
closethefile.

' E:\Standalone Workstation\Install HEE=E

Eile  Edit ¥iew Go  Favortes Help |n

I
» . @ 4 |
Il Farivard Up Map Drive :
| ddresglJ E:\Stamdalane wWark statiomt pzkal :j
|511
Setup.lzt

standalan. .

|2 Dbiec-t[s] zelected I.E.l My Compr. 4

¢4 FXCover Setup

5. Doubleclick on
setup.exe to begin
installation. The system
will begin by copying
installation files. No
action on your part is

@ Welcome to the FeCover installation program.
| L T

Setup cannok install system Files or update shared Files iF they are in use,
Before proceeding, we recommend that vou dose any applications wau may
be runming.

necessary.
After amoment or so, the
FXCover Setup menu will

Ezit Setup

open. If you areready to

install the software, click OK, otherwise, you may exit setup.

If Setup detect that some of your systems files need to updated, the following message will

Setup
§ Setup cannot contiue Jecause some sbsem liles ane out of date on your spstem, Click OF § vouwould lke seup to
f ! updae these fleg for pou noa, o will peed B resart Windaws before vou can iun setup again, Clics cancel to et

setup without updating spstem files.

Cancel

Select ok.




Once the update is finished, Windows needs to restart the computer. Choose Y es to continue and
windows will restart.

Setup

; Coa pou wark barezartWindaws now? | yau choose 'Na', wou wil net be able to rus setup again anbi aftsr the spstem i
s reboated at a lzker ame.

Once the computer restarts, you will need to repeat step 5 again and the coversheet application
install will continue.

43 FXCover Setup =]
6. Pressthe

install Eeqin the installation by clicking the button below,
button to
begin or
exit the
system
setup.

Click this butkan to install FaCover software to the specified destination
directory,

Exit Setup

F¥Cover Setup

FriCaover Setup was completed successfully,

7. Installation will take 5 to 10 minutes to complete.
No action on your part is necessary. When complete
you will see the following message. Click ok and you
will return to your Windows desktop.

8. To access the system, press the Start button, navigate up to Programs, locate the FXCover tab
and press it.



